
 

 

Posi t ion: Program Coordinator  

Posi t ion Grade: 13 

Salary Range: $76,397 

Opening Date: Immediately 

Closing Date: Open until f il led  

 

Agency: Mayor’s Office on Asian 

and Pacific Islander Affairs 

(MOAPIA)  

 

 

Attract | Develop | Retain 

D E S C R I P T I O N  O F  D U T I E S  

This position is located in the Mayor’s Office on Asian and Pacific Islander Affairs. The incumbent 

will be responsible for ensuring implementation and delivery of the Language Access Act to the 

Asian American and Pacific Islander (AAPI) communities by providing technical assistance to 

appropriate agencies.  The incumbent will collect and furnish data on the trends in the AAPI 

communities and provide reports, briefs, and other information. Incumbent will monitor and 

coordinate interactions between the Office and DC City Council on issues that affect AAPIs, 

including preparing hearing testimonies. Incumbent will be responsible for grants management 

functions including implementation and execution of activities associated with grants,  grant billing, 

and evaluating subject activities to ensure that services provided pursuant to the grant are cost-

effective, efficient, effective and economical. Incumbent will attend meetings with or for the Director, 

as an aide or designated representative, provides back-up on long range program matters, and on 

important and/or policy issues.  

To apply for this posit ion , please visit :  

h t tp : / /m o ta .a p p l y to j o b .c o m /a p p l y / k4 Z x m X /P ro g ra m -C o o rd i n a to r -B i l i ng u a l -M a y o rs -O f f i c e -O f -A s i a n -P a c i f i c - I s l an d e r -A f fa i r s .h tm l ? so u rc e =m o a p i a  

A V A I L A B L E  P O S I T I O N  

M I N I M U M  Q U A L I F I C A T I O N S  

Fluent (both writing and speaking) in English and in any of the following languages: Mandarin, 

Vietnamese, Korean, Cantonese ; Experience in data collection, grants management, and critical 

analytical thinking; Ability to work independently; Proficient in MS Word, Excel, Power Point and 

Outlook; A Baccalaureate degree is required; Team player; Ability to meet deadlines within a team 

environment; willing to work on evenings and weekends on as needed basis; has permit to work in 

the United States. 

Program Coordinator (Bilingual) - MOAPIA 


